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S EPA ENVIRONMENTAL PROTECTION AGENCY

Washington, DC 20460
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Position Number

Total extramural resources management duties

occupy less than 25% of time.

Title | Supervisory Life Scientist

Total extramuraj resources management duties

oceupy 25% 10 50% of time. These duties are

indicatedbelowanddescﬂbedinmeoosiﬂon

description.

Series/Grade | GS-0401-14

Total extramurai resources management duties

occupy more than 50% of time. These duties are

indicated belowanddescﬁbedinme position
description.

Part 1. Contracts Duties
Monitors management and performance of
Pre-award: delivery orders/work assignments after award
Plans Procurements Defineg Scope of work for work assignments
Estimates Costs o0t roquests of ACH drawdowns
Obtains funding commitments M, cost-reimbursement contracts
Prepares ent requests Reviews invoices
Writes statements of work Inspects and accepts deliverabies
3. | Reviews statements of work Other (list)
Processes unsalicited
Responds to pre-award inquiries |
Participates in award conferences Close-out:
Conducts technical evaluation of | Writes reports on contractor performance, costs,
4 Participates in debriefing/protesta | and tasks performed
Other (lists) Reconciles payments with work performance
Closes-out payments .
Performs cost accounting
Post-award: Provides assistance to Contractigg Officer in
Prepares delivery orders setténg claims
Reviews contractor work plans Other (list)
Reviews contractor €S8 reports




blems/issues
P lication/A ication: Participates in decisions/actions 10 ensure
Pr soficitation fof successtul proi completi and mn decigions 10
\dentities ential grantees for area of impose ganctions
emphasis ents requests of ACH drawdowns
Makes initial determinations (whethet project is Reviews requests for maodifications, additional
ent or assistance, whether & has funding, etc. and makes recommendations to
f ity, whether is eligib Grants Man ent Office
whether fund is available, etc.) Negotiates am onts
Provides administrative information t0 cants | | Reviews CosyPrice/Analysis for I
Determines i ess of icant's contracts/ orders (Sul
W activities/b and compliance with When recommends termination of the
r s and gquidelines negotiates chan e
with applicant Resoives with Grantg Mana ent Otfice
sts applicant in Tesolving issues In lication dministrative and financial issues
of determines substantial ucts periodic reviews 1o ensuré compliance
ederal invotvement and d a condition for ith emt
eement ligt)
iates level of fundt
ducts site visi 10 evaluate il lose-out:
rves as resource to Selection Panel Contifies del erables were satisfact and time
nforms cants of fundin decisions Provides assistance 1o recipients and G
list ' ent Office to ensure timet
Reconciles ant with work riorm
ward: Notifies reci of ¢ irements
es fundin ackage, includi Decision Obtains assistance if 10 regolve
um te close-out
btains concurrences/ if project is audited, res to issues and ensures
Reviews/concurs N completed document recipiu;tmcomdies with audit racommendations
file Other

T Admlnmntlom
itors recipient's activities and 9338
Reviews and deliverables and notifies 9

Provides technical agsistance td T

_
re-Agreement: itors cost man ant and overall technical
Plans and 0 es work effort ormance
Estimates Participates in decisions about project
btains fundi commitments modlﬁcaﬁonllefmma
repares commitment notice review of Superfund State
rites or reviews of work tracts ents rece Sul
@ 10 pre- ent ries ins and accepis deliverables
as in pre- aement conferences list
ordinates with 1e stail m de i
| Govemment Cost Estimates \GES lose-out
N lates and ensures execution of Su nd o Reviews final I
tate Contracts Superfund on! ecides on disbursement of ipment
B s technical evaluation of work plarrand Reconciles te with rformed
ud aviews Su State Contracis to ansura full
T fundi and obtaing neces ewmbursement (S und onl
oncurrences ertifies deliverables
er (list esolves close-out {asues with Grants Management
other a
ther (list
Pro M Administration:
| Reviews progress 1 financial re Percentage of Time Spent on interagency Agresments
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INSTRUCTIONS
1. [TEMS

1) DUTY LOCATION: Show the geographical location of the position, €.g., Washington D.C.,
New York, NY, etc.

2) POSITION NUMBER: To be completed by Human Resources Office of Shared Service Center.
3) CLASSIFICATION ACTION: To be completed by Human Resources Office of Shared Service Center.

4) SUPERVISOR'S RECOMMENDATION: Show the title service (GS, WG, etc) series and
grade recommended by the supervisor.

5) ORGANIZA'HONAL TITLE: Indicate the organizational titte of the position it any, .9,
Division Director, Team Leader, etc.

6) NAME: Name of Employee. |f vacant, indicate *vacancy.’

N ORGANIZATION: Show the organizational designation of the position starting with
the first subdivision under the EPA. indicate the official organmauonal code for the lowest
approved organization.

8) SUPEHVISORYMANAGERIAL DESIGNATION: To be completed by immediate supervisor.

9) SUPERVISORY CERTIFICATION: To be certified by the first and second line supervisors
-who are delegated the responsibility for assigning and reviewing work. Reference appropriate
delegations, manuals, and guidelines for limitations on signatory authority.
line supervisors is not required if the immediate supervisor is an Assistant Administrator,
Administrator of Laboratory Director. Signing the position description is an im
responsibility; any intentional false or misleading statement in this description of wiltful
misrepresentation thereto is a violation of the law punishable by a fine of not more than $1 0,000
or imprisonment of not more than 5 years, or both (18 U.S.C. 1001).

10) OFFICIAL CLASSIFICAT%ON CERTIFICAT!ON: To be completed by Human Resources Office or
Shared Service Center.

11) REMARKS: To be completed by Human Resources Office of Shared Service Center.
n. mmu&mmw
Type the duties and responsibilities of this position on plain bond paper and attach to this form.

For specific instructions on how to complete this form, please contact your Human Resources Office or
Shared Service Center.

. DISTRIBUTION s | e T
Original to official position description file in the Human Resources Office.
Copy to Official Personnel Folder (OPF)

Copy to Employee



Supervisory Life Scientist, GS-0401-14
Sapervisory Physical Scientist, GS-1301-14
Pervisory Environmental Engineer, GS-0819.14
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disciplinary matiers. Prepatudocummtlﬁmmsuppoﬂacﬁomtam Ideut#iampm«dadopmcwlnds
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RECRUITMENT KNOWLEDGE,SKI!JS,ANDABMHES (ESA):

1. mwbdgeofmdgeandﬁnpmm‘ |

2. KnowwdgeofﬂnClemeActisbeneﬁciaL

2. Knowledgeofsafetyandsecmithcgulaﬁom.pucdm.andptooedm%

3. Abilitytoplmorgpnize.anddkeathcﬁmcﬁomuﬂmﬁofamnmnndiummedorgmmﬁom

4, Ability to communicate effectively, both oraily and in writing.

PR

SUPERVISORY CONTROLS:

The Section Chief exercises supervision to accomplish Section work plans, goals and objectives and regulatory
requirements. Incumbent plans work 10 be accomplisbed by subordinates and sets and adjusts priorities. Work is assigned
to individual staff mendbers of workgroups. TheSecﬁonChiefmwsﬁmlworkpmdwumiappmva them or forwards

e

CLASSIFICATION CRITERIA:

Factor 1, Program Scope and Effect Level 1-3_ 550 Points

DATE: 5 Page 2



STANDARD PERSONNEL DOCUMENT Number;

ThehcmnbemovctseesﬂxeSection’smgramswhichcncompassalloftheSoudleasmenitadStam(Regionat).
Thporﬁomofumjorpmgrmpaformeduﬁﬂﬁnme&cﬁoumofacomplex,ﬁnancialmhre.signiﬁanﬂy

Factor 3, Supervisory and Managerial Authority Exercised Level 3-2¢ 450 Points
The incumbent plans and schedules work to be accomplished by subordinates, sets and adjusts short-term priorities;
assigns work in consideration of employee skills and mission requirements; develops performance standards and

Factor 4, Personal Contacts
Subfactor 4A- Nature of Contacts Level 4A-4 100 Points

meetingsandpublicnnaingsorpnscnuﬁons.
Subfactor 4B- Purpose of Contacts Level 4B-3 100 Points

The purpose of contacts is to justify, defend, mfmmanegomminrepmingmcSecﬁomhobmhingm
committing resources, and in gaining compliance with established policies or regulations. Contacts often involve
acﬁveparﬁcipaﬁoninconfemm,meﬁngs,auditsmptamiominvolving problems or issues of considerable
Cconsequence or importance to the Section’s functions.
Factor S, Difficuity of Typical Work Directed Level 5-7 930 Points
Thewsﬁqnhmpomiblefo:woﬁdinadk&ﬁmaﬁsupgvixioquuwkudnGS—nwhichbmchltactaizes

memmofmm.mmmnmmmmwmmmmmemmmmmm
25 percent or more of the workload (mtposiﬁomorenmloym)ofﬂ:eorgxniuﬁon.

Special Situstions: NONE

Othersigniﬂamhd:peruiningtothhposiﬁonam
1. Work may occasionally require travel away from the normal duty station.
2 Workmquﬁeswpavisionofﬁeldpasomclandmus,mquiruhedth&safuyminm;

CLASSIFICATION SUMMARY:

CLASSIFICATION STANDARIXS) USED: US OPM PCS for General Schedule Supervisory Guide, TS-123, April
1993, revised in April 1998; and DOD Supplementary Guide to the GSSG, June 1993 (HRCD-7, July 1999).

GS-14 Point Range:
Total Points:
DATE: 5§ Page 3
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Resume (removed) personal privacy Exemption 6







